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Agency 
Washington County 

Division/Unit 
County Commissioner's 

Item No Description Retention 

1 I General file 
-consists not limited to: correspondence; permits; budget 
information; oath of office; resolutions; transcripts; impact fees 
studies; inventory list; training material; purchase orders 

Land convey files 
-contains but not limited to: newspaper ads (intention to 
convey land); notice of intention to convey land, 
correspondence, site drawing; board of zoning appeals decision 

Rezoning hearings (originals) - correspondence, graphs, 
blasting programs, resumes, case files, application for map 
amendments, zoning maps, handwritten notes, cassette tapes, 
application for amendment, site drawings, photos 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

Permanent. Transfer 
periodically to MD State 
Archives 

Approved by Department, Agency or Division Representative 

Date June 21, 1999 

Signature — V . l^^rvao^ 
Type Name Joni L. Bittner 

j j t j e . County Clerk 

Schedule Authorized by State Archivist 

Date JUL 2 0 » W 

Signature • 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. ( i ^ ^ j j 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 2 of 2 

Item No Description Retention 

4 Correspondence reading file: correspondence sent and 
received by the County commissioners 

Retain for three (3) years, then 
destroy 

5 Meeting minutes - cassette tapes Retain for one (1) year, then 
reuse. 

6 Closed session minutes of Commissioners meetings Permanent. Transfer periodically 
to the MD State Archives 

7 Board of County Commissioners minutes of meetings; 
resolutions; ordinance 

Permanent. Transfer periodically 
to the MD State Archives 
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